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Green State Universaty, Bowling Green, Ohio, and the M 4, and .

. Ph.D. degrées from the Ohio State University, Colurbus, Jhio. .
. where heVspecialized in researeh, curriculum developrent, and
: methodology
He has had extensive expertence in market1ng. high school
. vocational education teaching, adult vocational education, and
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‘tfon Curriculum Consortius® (IDECC). In’this capacity, he co-
«s Mthored a procedures manual for competency-based cureiculum
development, conducted task analyses, and perfonned an experi-
mental study, comparing the LDECC competency-based systematic
appeoach of instruCtion to more conventional teaching,”
While at“the Ohio State Umiversity, he coordinated the
. plannipg and 1mplementation of the Pepformance-Based Teacher
Education system developed at the National Center for Research
1n Vocational Educatioh across the faculties of Agricultural,
Home Economics, Trades and Industrial, Industrial Technoiogy.
Distributive, and Business ‘Edycation. .
- As’a faculty member 1n: the Division of Yocational & Tech-
nical Education at Virginia Tech, he currently teaches and ad-
. wises graduate and undergraduate students, provides services to
parketing and distributive educators throughout Virginia, and
cdnducts research in various phases of.vocational education. 1
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_ Since the gnactment of ¢ Comprehensive 'ﬁnployment and 4
Training Act ETA),, 1973, ré has been a- .continued need to
develop cooneratwe re]at nships between {1) local prime spon-
sors, (2)/public and pr#tate e&ucationa] fﬁstitutidns. and (3)
communi y‘based organjzations. - While "this concern seems to )
e;sisyfor a variety/queasons, it is commondy recognized that
pogr compunieatiop 1s 2 major barrier to effectwe cooperative
/elationships 1}1 Ewployment and Trainigg.(CETA). " This, problem

/ continues as H:t:l}7 information has been disseminated providing
1deas or models for tZe conaboration of éfforts in 'the empToy—
ment and’}raining fieL The provisions of"both CETA and the
Yocati a1 Education Act ‘of 1976 have noted this problem.

. ecent]y, the Yirginia Govgrnor's Employment. and Training
Coyficil funded 3 threg phase project titled. “Inservice, Tech-

cal Assistance, and .Infomation Dissenfination Service for

/' CETA/Education Linkag One phase of this pr‘oject provided

for the development an dosssnination of twelve monographs _ The
monograﬁ-_series addrezses yarfous topics in the area of CETA/
Education Libl;agés The purpose of the monographs is tq provide

. those individuals 1nterésted in th-e\ development afid 1mp1ement,a—
gg_n of CETAjgduoetion Lmk\a_g;s with 1nformation that witl serve,
to enhance the quality qf exis'ting programs and ’?a”ﬂi'tq,‘te “the
effioient and e’ffective deve1opment of new programs.
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—’\PEN ENTRY/OPEN-EXIT, COMPETENCY-BASED PROGRAYS L
L . FOR CETA CLIENTS ,
h Introduction -
. « 2
In recent years, a new approach to training and edication D

has been developeg, tested, and implemented in many }ypes of .
* programs, levels of instruction, institutional settings, and
with various types of clients. This approach is called by sev-
eral names,! including performance based edﬁcation competancy-
based instruction,”and open- entcy/open—exit training Many
states, 1nc]uding Virginia, have mandated that mOst training
and educational programs, Including those under the Jurisdic-
tion of CETA, be competency-based, This apprdach to training ’
is based upon the need to provide Skills to trainees so that
4~ these clients are able to enter directly into unsubsidized em-
. ploymentlupon.exitihg the training program. v .
Thig monograph should be helpfu1 tq the CETA administrator, ;o
1nstruct3r and;counselor It is designed to provide CETA ’
personnel with information concerning the open-entry/open- exit.
. competency—based trdinnng approach and 1ncludés recgmneﬁdationi“‘-v
on 1hplementat10n strateglies. Included are definitions of terms
especia]]y applicabie to open -entry/op€n-exit, competency-based
programs and this approagh to training 1s compared tc more con-
ventional training proga§§\ . A step- by-step procedure., for de-
veloping a curriculum guide, an 1mp0rtant aspect pf ‘the implemen-
tatfﬂﬂrof this type of system, 1s presented aﬁdﬂé with ex&mnles- x
_of appropriate forms ) The role of the instructor is discussed
the important task of orienting trainees to this type of learn-
ing system is presented, various specifié management' techniques
are outlinedi~and ideas on the evaluaqnﬁn of trajnees are Ppro- N
vided. ¢
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Open-Entry/Open~Exit, Competeﬁcz-BaseJ Approach
Open-Entry/Open-Exit Concept K

‘tucture, a irainee may be accépted into a program at an

The open-entry/open-exit concept is a structure by which
a program operates and provides trainees the.dpportunity to
enter ang leave training at any given time rathe; than limit-
1ag entry and exit to aesignated dates. Aﬁ advantage of open-
entry is that the trainee may enter training when he/she, feels
ready and able to do 50 while open-exit pro;ides\NEe trainee,
an opportun1ty to enter the warld of work 1mxed1ate1y upon
mastery of the skills required Jf the job he/she seeks. This
flexibility serves the, trainee in tha the instruction proviged
may be more prescriptive, 1nd1v1dg;ﬂf£ed, and efficfent
{Pressiey, 1978).

The open-entry/open-exjt concept serves the purpose of

preparing trainees for Jobs and occupa;ions that suit 1ndividual

needs, 1nteresﬂij,an6 abilities. Through the open-entry struc-
fy\‘ine

and an ind1vidual traihing ptan is developed or reinstated upon
entry Through open-exit, the trainee may leavé the training
situation at any time forfany reason. 0One reason might be that
the trainee feels 2 need Jto start earning a wage for personal
reasons. If he/she has flualified for a particular Job, the
trainee could apply fbr§£uch a position and Ie;be the training
grogram. Of dourse, sh?ﬁld the individual lader desire to
reenter the program and develop competencies to qualify for .
other JObS, the open-enftry structire makes thls option available.
Coﬁpgpency3§ased Concept Lt s T ®

A program is compptency-based when the content: of ‘the train-
ing program is baséd gpon,the actual tasks performed in the occu-
pations and jobs }or éhigh training 1s being provided. The
trainee is required tb demnstrate competence in performing

f
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the tasks before being deemed sompetent in and trained for that )
job. ~Actual performance of the tasks ensures that the trainee
. has the knowledge required and the ability’tg perform the tasks
that are essential for a specific Job.

The nstruction fs trainee-sentered and the trainee is con-
s{dered the focal point of classroom activity, His/Her needs,
interests, and goals, are\vital considerations in designing the
curriculum and instruction. An employability plan 15 used to
guide the instructors and trainees toward learning the tasks
performed on specified jobs. This plan, ista realistic and ap-
propriate device for use in the preparation of a trainee for a
variéty .of jobs. It helps the trainee reenter the training pro-
gram in order to master additional Jobs {Pressley, 1978). Th1s .
concept is described later in"this monograph.

The COmbinat1on of Open-Entry/Open~ Exit and Competency-Based
ancegts .

The comb\nat15h of the open-eniry/open-exit and competency-
based-concepts Provides a tréining program with certain advan-
tages. The flexibility of this type of program offers the
trafhee many options which are not availgble in copventional
progsams. Also, the content of tpe training is more releva;t
and realistice En addition, it contributes'go the positive
motivation of thé trainee in several ways. For example,
being able to.see just what the trainee needs to learn im order
to qualify for employment in a particd\ar J0b, reduces the fear

“ of the “Unkronh 4nd fmproves the traines's d&;ivat}On to
learn these required tasks. When one job is mastered, and the
trainee can readily see the few Other tasks necessary to be
learned to become employed in another job, the trainee may*be
more motivated to continue in the program in order to accomplish
the additional tasks. Even if the trainee Chooses to end trainm-"
ing after completing the requirements for one particular job

3
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and “open-exits" at this point, he/she co%]d reenter training at
a later date {“open-entry") to develop thé competencies needed
to perform the additional tasks required in the other jobs.
Other advantages of the open-entpy/open-exit, competency- -~ #
. based approach to trainees are as follows:

" 1. This training approach closes the gap between the obJec-
tives of the program and the objectives which are more immediate
and more realistic. The program trains peop]e to perform effec-

- tzvely in existing and future job markets and to adjust to the

~ eyer changing environmént, and as a result is responsive to the
immediate tr#ining needs of the ind1v1dua] and the bus1ness and
industrial gommunity. : ' )

2. This s&sf@m uses metﬁbds tﬁat are ind%vidually preécribéd
and thus may meet the needs and learning styles of the individuah
student more effectively. ° ' 2

3. The curriculum is based an specific performance objec-
tives rather than vague notfons of objectives. °

4. The tasks learned in the classrogom relate dfibct]y to
the requirements of the job for whicht training is provided.

5. The trainees work at their own pdce, mastering one task

*  before going on to the next Tevel. ,
6. The trainees save time by not, hav:ng to re-learn certain
Cu knowlques or skills. o '

7. Boredom is reduced for quick-learning 1ndivzdua]s.

" 8. Cpportunities for emplo
completion of training since the
needing workers.

. +9, Often, the trainee 1

nt come quickly upon
rricflum is based on Jobs

Tforded the opportunity to choose

. from a variety of learning actdvities. ‘ -::>
10. Trajnees aye evaluated on actual performances.
( % - . o
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11. Trainees.are protided the ;pportunity to continue learn- ,
1ng how to perform a_ task. (perhaps using different learning activ-
ities or continuing practice) until they are competent. o

12. Trainees learn self motivation. -

* The open-ehtrylc;pén-exit, cc;mpetency-base'p approach also
has advantages for instructors. These include:
1. More time to work individually with trainees,- remedial,

'l’

Y

guidance, etc, . . e
"2, Increased flekibility in structuring the learning
“envi ronment, . L ' ' _ .
. 3. The opportumity for continuous ‘agcounting of trainee
achievement. °* Lo L
4. The opportunity to involve employers.tand workers*in
the training program, ' ' "o ' -~

5, Systematic procedures for ihe classroom,
Open-Entry/Open-Exit versus Conventional Programs
_ To clarify and define the opén-entry/open-exit, competency-
) based approach, 1t may ‘help to compare th‘is,'ype of program
wi{:himre conventional programs, The following aré merfly ,
generalizations and are not intended to be totally accurate =,
» for each competency-based program or for each coventional

program: '
" CONVENTIONAL .« OPEN-ENTRY/QPER-EXIT,
N o COMPETENCY BASED .
. . N - , z " + ]
Objectives geneZal, vague objec- specific performance- | .
-\ tives based on group, pased objectives based
- neqds . ~ o ingividual needs '
L] - - . .
. Content based on intuition based up®n competencies
. and.experfence of jdentified through inter-
cirriculum develop- * vidwing workers and .
er and instructor supervisors
tethodology  primarily group mixture of group and in-
instruction dependent instruction
5 : )

~
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‘Instructional texts and other reading mater1als, audio-
Materials , reading materials JYisual aids, modules, étc.
_Evaluation tests, quizzes, performance of actual
written exams; norm- tasks; criterions . -
. referenced . ref enced s ‘
Feedback . ,seldom often . T .
! ?
Speed of Time-based - depends performance -based - depends
instruction on "the grobp on the. individual trainee

Instructors general “teachets", specific "trainers” add
"learning managers"®

Misconceptions Related e:r]empetenqy-aased Efdgrams

. Several misconceptions related to compatency-based programs
<ave appeared in recent years. 0ften, these apprehensions may
be traced to basic mistakes in %he implementation of the approach.
"The fo}Tow1ng are areas of concern that should be carefully
understood: - ‘g \ ; ¢

1. The instructor must remember that competency-based does

not,necessar’]y mean 1ndepe#dent studgnt. A _program is competency-
based 1f the curriculum 1s based upon the competencies (tasks) -
required of a worker in a particular Job. ‘These competencies
may be learned n several settings including large group (total
chass), small\grOup, of inde pendent settings.

2. Competency-based fnstruction 1s not synonymous with
modularized instruction, Hodules may serve as excellent resources
and guides for learning, but they constitute merely one method °
of learning. Modules may be used by the 1nstructor in gatherlng
ideas on writing performance objectives, 1dent1fying learnfng

. activities, and developing evaluative measuring devices. Or,

trainees may work directly from modules. Ih either Yase, modules

are useful but not imperative in a competency-based program.
T3, The entire competency- -based congept hs predicated on

the trainee having an OCCupat1onaf'1nterest. It is critical for

*
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the counselor and/or instructor to providesexperiences to help

the trainee identify such an interes:t. ten, aptitude, inter-
est, and achievement tests can help, 1n thjsi}egard.' The reader.
is referred to the m8nograph, Counseling the CETR Client in this

[ a f ot
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ot pefinitions ' " .
‘Occupatwn, Spin-off Job ' o
The following definitfons @f the terms, "occupation" and
"spin-off job" are based upon those definitions ‘found in the
Digtionary of Occupatyonal Titles., An occupatwn" is a group- « .
ing of jobs based on their simiia'rit'ies. artollective descrip-
tion of a number of. individual jobs performed with minor varia-
tions in many establishmeh 7'A "spin-off Job" 15 2 Job related
td 'the occupation; it is a emp]oyabﬂity area of an occupation.
Therefore, an occupation cdnsists of one or more jobs.
.+ In order to perform & spin-off job, an individud should he
etent to perform & particular cluster of tasks. Oftey, the 4
gobs build upon each other in such a fashion that upon mastery &
of one job, it may take training “for only a few more tasks to |
+ become qualified for another job, etc. When a trainee has .
" masteredal) of the tasks perfonned in all of ‘the spin-off Jobs
related to “an OCCUpat'Ion. that 1nd1v1dual js considered competent
in the occupation. ", )
Task, {Sub-task o N " .
In this system, a "task" is cons,idered to be a complicated =
'component of work. It is a larger entity than a "sub-task, " which
is defined as & smal) unit of work or a competengy which musﬁe
demonstr'ated in order for the trainee to be considered compet
. S0 a task 1s a synt esi?. of sub tasks. 3 e T
Ind1v1dualized Inst.ruction !
' cIn 'lindividqavized instruction." the curriculum for a trainee

-
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' is based upoft the tratnee. 5 emp]oyment goal, skills® bf the tratnee,
and the skills required 4n that’ occupa’tty) and jobs. '
Indi v1duai1.zed ipstruction may be deLwered in several ways. ¢
Certain skﬂis which most of “the class need may be learned in a
N large group settihg‘; those sRills which are needed b:v a few train-
’ ees may be'learned in a small group- setting, and those skills
wh'ICh are uniquely needed by a trainee mdy be ]earned indapen.-
dentiy. o
Learhing Module . ,
“Learnirg modules" are packages of materials that may be
used to ieam the skﬂls Hodu'les vary in content but usually -
ihcfude one or'more performance objectives which usuaily include
the’ behavior that the trainee is required to exhibit, the condi-
ltion,s under which this behavior must be exhibited and the réquired
criter‘ia, a selection of learning activities some of which are fos
(oup instructmn while others are for independent study, evalua- |
tion me@sures to ‘determihe whether or not the performance objec- .
. tives have been met (pretests and posttests), reading mater1a1§ -
transparency masters, etc. These modules may be . used d1rect1y
by the trainees or may bBe u;ed as resources by the instructor.

Impiemntation of the Dpen-Entry,‘Open Ex1t, Competency-Based
‘Approach Through Development of Curncurm Gurdes

The 1mp1ementat10n of the open-ent’y/open-extt, comﬁetency-
based appmach spbuld beleornp]eted in a systemattc manner, to
assure understanding among a]] individuals involved in the process

" and, thus, effect a positive attitude toward the approach This
positive attitude Is critical for the effective igplementation
and continuai adheraﬂ:e‘to the gutdeh,nes of a program using the
competenCy baied open entry/qpen exit ‘iroach. Furthermore, by
foﬂowing a step- by-step procedure, the instifution will be more
1¥kely to adopt a comprehensive comped;enoy-based program which

-
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will effectively meet the needs o#i;‘ the trainees, the empJoyment
world, the &gonomy, and society. N . \
The following implementation plan was developed b)y Robert

* L. McGough and K. Kurt Eschermann of Virginia Polytechnic Insti-
tute and State University, after considerable experience in as-
sisting CETA programs in adopting the open-entryfopen-exi’f,
petency—ba?ed approach., Et. involves ten speci fic steps thcw
culminate with a fully developed, competency-based curriculum -
gui de. CaN T . .
. The first step ts to provide an overview of the curriculurrr ‘\
(what is to be-taught). a description of the CETA clients yho
will be receiving>the instruction, the nutber of i‘nstructional -
hours available for training, and the identification’of what the
tzainees will be ahle todo af¥r the instruction. This step

- should be follgwad closely By step two, a deStription of the
program or course and the prerequisites for the program. These

f prerequis‘i{es shou'ld include the competencies needed by the
* trainee’ beford™entering the course. -
_Step -three calls for a,pl,an that specffies the length of the

course, the basic teaching methods, the class sfze, and the re-
quired physical facilities. {;is‘sec fon, is dmportant for plan-

»

ning, Pyrposes and Mould be.ca efu]ly compieted. .
.. , The steps which £311ow #volve the oggypattdn and jobs being
trainedu for, “the_tasks perforied on such jobs, and the perfor-
«v. mance objectives toTe used for instruction This procedure

calls for information which flows from general to specific.
- In step fgur pn occupational description is provided Trw
._( description should be copied from the Dictiomary of Occupat’ional
Titles (DOT),;and the DOT number should be identifif Further-
more, an exhaustive 1ist of related awtas O‘emplOyment (spin-off
jobs) should be initially" developed by copying those titles '

T 5 ,
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listed in thé’Dﬁ-undér the éccupation def?nition, t.:onsultyng
with *the prbgram's craft committee, and, speaking with workers in
the occupation. These.sp1n-off Jobs should then be studied care-
4 fd’ly and Jjobs fbr which to provide training should be selected.
Factors to cansider in chDOsing Jobs includé: the capab1lity of
the institution, the expertise of the 1nstructor, and the
employment potential 1n the surrpunding area. For example, _
15 related areas of EMD]OYHEnt may be initially 1dent1- ‘ ~
fied for an occupation but after considering these factors, only’
" five jobs may be selected for actual training in the'program
Step five calls for a description of each of these spin-off
jobs. Ongce’ again, the DOT should be used, whenever possible,
for 1dentifying these descriptfons.
In step six, the tasks performed by workers in gach spin-off
Job Should be identified. A separate page should be devoted to
each Job. The title of the job should be written at the top of
the page and folloved by the tasks performed in that job. The
craft committee,.employers, supervisors, workers, Department of
Labor publications, resedrch study findings, and other research
materials should be used in identifying the tasks. Other va]uable
sources of informat1on are the catalogs developed by the V0cation-
al-Technical Education Consortium of States (V-TECS) and the
research cdnducted by the Interstate Distributive Educa {on Cur-
riculum Consortium {IDECC), in each of which YirgTnia is'a partici-
pating mestber state, Of course, the instructors shou]d add ’
tasks to the 1ist based upon thefr own experience.’ When the
tasks for each Jgb are compiled igto 2 master 11st1ng,/jb4s st

bec the, 'I‘isti-ng pf tasks - p . ,_ fed _in the occupation in
quest i ;.\‘t.a ’

¥
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After the 1n1t1al 11st1n ot tavksn for an occupation’has b
completed, step seven calls for hase task statements to be liste 5
on a form similiar to that.in Figuré 1. ]t should be emphasized '
]0 ., . ‘ . ‘ ./
- A ¢ , f 'l
.14 : . ~ "
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that the complete, comprehensive lifsting of tasks for the occu-
pation should include the lists of tasks for each spin-off job.

Then, the occupation title s placed at »the top of the first

column, followed by the spin-off jobs {in no particular order).

This form is given to workers and supervisors in tfie appropriate
business or indusB#® to obtain their reactions to)ﬁe importance

of tlu tasks and frequency with which the tasks are performed, '
thus developing an, unbiased, external evaluation of the Jjob and tasks.
The key calls for the respondent to inditate a T3 if the task is
constantly performed or is essentfal, a "2" if the.task is often
-done or is important, and a "1" if the task is seldom done or is
nice to know. The local agency should take responsibility for
having these forms completed by industry personnel. It is sug-
gested that 6-8 employees be interviewed. However, it must be
realized her'e that the number of employees interviewed depends
upon the time and people avaﬂab!e in the local setting. By
fnterviewtng more peop]e, more {nformation will be obtained.

The form shquld not be left with the employee to complete on
hisf/her gwﬁ time since the emplo_\fee gs“ay not be able to read the
tasks, may' not understand the tasks, may .not inderstand how to
complete the form, or may not bother to complete the form. Thi$
procedure is not meant to be a soli@ly valid and reliable method
but, rather, an attempt at gathering local information for cur-
riculum 1dent1f1cation under rea!jstic constraints of personnel‘

time and money.
Upon comp]etion, the forms should be sent to an agency

)

equipped tortabultate the responses, analvze the data, and -
proyide "{nformation on a form similar to that presented in fFigure ,

2. As may be seen clearly in this figure, the comprehensive
listihg of tasks' {s found in the first column. The tasks have _
been rfarranged from the initial 1ist used for the survey

o, -
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importance to low 1mpq?tqnce, Each tagi=as provided with/a mean
for each Job based dpon the scale {ed in the survey. T
naan of "3" would be 1nterpreted as an essential task, constant1y
performed in that job according to those workers Surveyed. At the
otherfareme, a mean of "1".would indicate that the respondents
considered that tast to be nicérto kngw but Seldom done fn that
particular Job, .0ften, jobs within an occupatjon build upon
others 50 that the task of a lower fe ob are léarned first

and additional tasks are learned for Subseghent, higher level
Jjobs, As the iraiqee movesljoward*training higher level jobs,
the number of tasks to be learned increases. The "stair-step

l1ne: on the form in Figure 2 1llu§trates'thT§E%b1nt.

Step 8 calls for the writing of sub-tasks for each task.
Thése sub-tasks are more specifi¢ conpeterrcies which mu$t be
demonstrated for.a trainee to bt cons1dered cofipatent to perform
the task. ORce @Gain, sources Of information for this step in-
clude IDECC, Y-TECS, United States Office of Education final re-
ports, and, of course, the’ worgers inithe jobs. ; i

In step. 9, 2 performance objgctide is written for each sub-
task. This objective should 1d&1ude the behavidr desired, the
corditions under which the performance should ‘take place, 4nd the
minimum level of perfonnance deemed acceptable including the ’
qssessmént criteria by which 1t wil] be known if the trainee per-
formed at or above the minimw«llével. .

Step 10 requires specific steps for performing each
Sub~task to,be 11sted after the performance objective, By
fol1pwing this perfonnance guide," the trainee learns to complete
the *ub -task correctly and, ‘through practice, will eventualty

(

/

the minimm level of performance deemed ﬁcceptable. Also

incidded 1n this section should be the identification of instryc-

'tiona]\topics related to tbis sub=task which should have been

b . '1vn'|.2 -
i oo T 16 ¢ *

. ' » .
~ ' _‘.




8 .

mastered by the trajee prior to or coinciding with the instruc-
tion based upon the performince objective. This 1s a step which
calls for team work among the instructors in an agency. Ifa
trainge needs skills in another area. the instroctor of that pro-
gram should be informed and the trainee should then be provided
that instruction through the other program.

Step 11-involves the.evaluation of the perfor'mance of the
trainee, the results of which are recorded on a master progress
chart, %mdividual progress checklist, and an 1nstruct0r check+
1ist. The progress chart is used for keeping the ‘trainee and in-
structor aware of “his/her accomplisrments It should include

‘ space for the following ftems: {nstructor name, date, trainee

name, tasks, and sub-tasks. A sample format is provided in Fig-
ure 3, In.order to show repetitions of performance of the sub- ~

_ tasks, hash marks may be ifsed’within each blogk. This mastar

progress chart may be posted on 2 bulletin board for easy
reference, - 1

Another form, entitled Individual Progress Checklist,
ﬁuld also be used to Drovj‘g,e an individual. record of the
trainee's progress, separate page may e used for each task,
The following component; should be fncluded in this check list:
name of trainee, occupation. spin-off job, task, sab-tasks,
frequency, dates co:rp]eted and instructor's signature, A sanple
format is provided ip Figure 4. Two copies of this checklist
should be kept. One is. placed/in the trainee's own file for his/
her reference and the other is kept by, the instrictor. This in-
Qviduai progress chetkldst can be used by the instructor or
trainee at any time hé/she needs Jnformation concerning the pro-
gress of & trainee, o .

The third form 1nciudes more specific 1nfomation and may be
titled, an Instructor Chegklist. One of these forms is complete‘

* 13 »
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for each sub-task attempted and provides space for each step of

the performance 'guide. a score for the evaluation of each step,
and comments. Also, a section to indicate the trainee's overall
performance of this sub-task is included. If the trainee’ssper-
formance is deeimed "reject," the instructor should plan additional
learning activities which will help the trainee learn how to per-
form the sub-task more proficiently. This "remediation plan" is
~ritten on the i‘nstructor checklist. This checklist is fdr use
by ®he instructor and may serve as a guide and source of informa-
tion in completing the other progress checklists. See Figure 5
for an example of this form. ‘
Another use of these forms is in the area of (rainee place-
) ment on jobs. A copy of the master progress chart and individual
¢ progress checklists may be given to the designated placemenpt of-
ficer of the institution.. When a trainee seeks employment, the
placement officer can Screen the client and can readily see how
far a trainee has grogre.:.sed and what jobs the trainee is com-
pef.ent to perform. In this way, the placement officer can make
a vgtter. decisTon as to which trainees to send out for job inter-
views, Also, the indiwidual progress checkl{sts may be taken -
with the trainee to the interview. Often, CETA cliehts who would
. be good empl’oyee‘s do npt.éet the opportunity to display thei &
competengy becalise they are not hired due to making a poor im-
pression during the job intervlew. The competencies required for
comp]ating a successful job -Interview are not necessarﬂy the same
cmpetencies rewh;ed for $uccess oh the job. Therefore, even
though a client may not be abie to express clearly the tasks he/
she is able t\o perform or the past experf'ences he/she has had even
though thecr;ajnee ,fny make a poor appearance in the eyes of the
1nterv1ewer, following this procedure uiﬂ pMCe in the hands
of a,record which veri,ﬂes the inter‘viewee- 5 compétence in

w Yy ¥ ‘ ]4:‘ 1&‘ ’ .
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specifiéﬂ tasks. This verification comes through the instructor
signatures. After the interview, the placement ¢fficer or in-
structor should follow up fo gain feedback concerning the
‘trainee and the 1ist of -sub-tasks provided on the checklist,

This feedback may provide valuable information for revision of
the task lists. b S

The final step of‘th1s procedure involves the attachment of
appendices to the curriculum guide which include a 1igt of cura
riculum materials and audio~visual equipment needed, a stite-
men§ of the program/course evaluation and modification procedures
(i.e. advisory committee, outside evaluators, internal evaluation},
and a 1ist of safety precautions and shop rules.

The Role of the Instructor -« *

. In a CETA training program using the open-entry/open-exit,
competency-based approach, the ingtructor serves as a manager of
the instruction and a facilitator of learning. Because trainees
work on different tasks at different times, the instructor cannot
possibl{E the only source of information:ﬂ\One effective method
is peer group tutoring whereby trainees assist each other in
Tearning how to perform tasks. Relatifnships among trainees are

v vital to fhe learning environment since trainees work together,
Trainees Often'learn well from their peers. By serving as a tutor,

. a trainee is forced to display his/her ability to explasa’pnd dem-
0nstl‘te, thus reinforcing his/her own abilities. Also, instructor
aids are sometimes available who can provide assistance to trainees.

As in most training and educational settings, a major con-
tributing factor to the amount of learning that occurs is the in-
structor, The instructor {s a vital part of an open-entry/open-
efit, competency-based training program. The instructor makes

the system work.

~
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Thahprihary tasks of the instructor in the position of learn-
ing manager do nét differ from the tasks of an instructor in gen-
eral, but certain tasks and frequency of Performance of certain tasks
are given increased emphiasis while others get lessrgttention. The
following tasks seem to reguire more time_and effort from the in-
structor. of a program using this training approach. diagnosing
indiyvidual learning needs, prescribing appropriate learning ex-
periences, coordinating learning activities, providing appropri-
ate instructional matarials and equipment, providing individual
tutor{al and counseling help, duplicating and disseminating ma-
terials, monitoring trainee progress, evaluating trainee perfor-
m&nce,ﬁaaﬁlfating traifiees to work individually and cooperatively
without {he constant dfrection of the instructor, and supervising
the learning environmant. S -

Increased inStructor p]agping is essential for successful
implementation of ‘th{s type of learning system. The amount of
time spent in the foj}owing planning tasks will depend upon the
amount of materiafs available for the particular occupatjonal
training program,; These planning tasks include. conducting task
analyses, writing performance objectives, identifying Tearning
activities, deveJoping instructional materials, and developing
measuring devices. )

The instrudtor, then, must be committed to the improvement
of the program Ahd to the employability of each trainee. The
reader is referypd to the monograph, "Methodology and Techniques,"

\f\ojaddition&q information on the role of the instructor.

£

i £ OF}enfing Trainees

T?é%nee ntering gh open-entry/open-exit, competbncy—based
program shou{#gbe introduced to this concept upon application to .
the program. planned, quality, orientation program is yital to

the success gfithe training. This orientation will alleviate much

k - ,
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of the fear and'apprehension of enterifig a new setting and being
trained b; a different approach to instruction. Respbn51b111ty

“for .the initial stages of this orientation My be assumed by the
counsefor of the institutién and the repa1nder of the prienta- -
tipn is often left to the 1nstruc§gr. Primaﬁiiy, the program
should be explained in relation to what i& 1§,'what.value {t has,
how 1t will benefit the trainees, and how it w11l affect them in
varfous ways. They need to be oriented to the following 1tems:

1. The general concepts of the open-entrv/oben-exit and come
petend-based approach and what 1t can mean to them in their
future employability and skill development. )
2. The concept of occupation,/spin- off Jobs and how trainees
can meet the requirements of one )gb at a time, building competencies
each other. ”
3. The idea that this program is trainee-centered and that,
therefore, the trainees qust take more responsibility for

3 their own learning. . o

4. _The role they are expected to play and their responsi-
bilities for learning .

5. The system used in the classrcom including progress
charts, filingwsystems, materials access systems, peer group
tutoring, equipment usage, “evaluation.

6. Safety precautions and rules they are to follow.

7. ‘The logistics, including location of training aids,
equipmenta tools, instructional m%teria]s, féles, charts, etc.

(It is~beneficial to actually "walk the trainee through" the
laboratory, shop, and instructiona) areas.) . - \

8. The daiﬂy procedures (again, the tzalnee shou]d be
"walked through" the daily procedures)

9. AQuestions are welcomed and instructors will try to
angper cledrly, giving examples and demonstrations.

_

3
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1t should be remembered that most,CETA cltents come $rom
packgrounds fn school which are convenﬁonal and teacher-oriented'.
Th‘érefore, this qrientation is an 1mportdnt first step toward
breaking that perception of training which has been ingrained

in the trainees for many ydars, However, the instructor must also
reasze that this taskAs not an easy one and that tnai.l.\ees should

be oriented in a ;arefuﬂjr organized and deliberate manner. .

' Management Techniques

The management of 2 competency-baged program will be effec-
tive if the instructor carefully plans ‘the program in a simplified
manner, The prodress charts and checklists provided el sewhere in
this monograph provide gystem of nkeeping track® of the student's
progress. The following technigues,could also be used 1n relat/on .
to the ‘classroom management of thé; program: A :

1. Keep two files on each trainee - One which the trainee
has access to and the other for the fnstroctor's records.

2. Designate the space of the room or section of the build-
ing allocated for the program's use to thét sﬁace js provided
‘for, 1arge group fnstruction, smdll group in_sfruction, and inde-
pendent work, It is usually best 1o keep the naboratory-shop”
section divided from the ipelated instruction” section.

3. Pprovide a locker, bin, or some other storage area for
each trainee " cardboar'd boxes sometimes will do. ]
-» 4, provide space Ta the classroom for 2 library for the
"' resource materfals. This space should be mandged carefully s6 -
that matprials pre nog misplaced. Materials shpulﬂ be organized
in such'a manner that trainges can easily gain access to needed
_.iteqs._' §_anetims, a trainee my be designated as l_ibrat:ian {nd

manage the library. = . T
A . N .
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' Evaluation of Trainee Performance .

The trainee is evaluated on each sub-task being learned.
Thebehavior which is called for in this sub-task, the conditions
under which this behavior is to occur, and the criteria to be
used ing Judging the competence of the traiqee should be inclyded
1, the performancé objective.’ The condttiono should tnclude the

l equipment, and tools with which the sub-task is to be demonstrated.
The criteria should be rdentified carefuldy and should, reflect
the actual performance requirements involved in the sub-task.

A scale omy also be used as a means for communicating the de-
gree or-extent to which the trainee can perform the Sub-task.
This scale‘may incluge descriptors sych as "excellent, good,
average, poor, none!" The performance objective should indjcate
to what degree df proficiency the behavior must ‘be demonstrated
to be considered competent Perhaps each criterion must be
checked as satisfactory befare the tra1nee is considered c0mpet-
ent, or 90% of them, etc. This mastery “level should be care- .

_fully chosen. One way of arriving at this lgvel 1¢ to measure
the performance of people who are satisfactorily performing the
5ub task on the job., Or, the Supervisors of workers could, be
asked to identify the performance level they would deem accept-
able by the1r employees. ~ £z

Pne tathod of providing activ111e5nfor eva]uatiog ‘the trainees

+ 1{s to accept real projects around the institution. For example,
if a client gés 2 car probldm, the dutomobile mechanic program
may assign one or more trainees to work on the car to solve the
problem. A record of such work should be kept om 2 form similar
to that provided in Figire 6, A cplumn is provided.for a list
of the tasks which were performed and another Efjﬁfn calls for :

a Tisting of the sub-tasks involved. Peer grojp futoring may be
used in this technique., A trainee who has shown competence in

¢ " ’ N L '
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performing the appropriate tasks but who may need an & ditional

repetition may be assigned to the work a.long with a tr}\nee who

is Just learning how to perform the task. The experignced trainee

. 'can_then pro®ide the instruction Ro the new trainee. In this way,
the on¢ trainee gains credit by documentation of an additional
repetition while the new trainee has had the exposure to the
nitial information and has observed the performance of the task.
Thq_ln;tructor should complete th{s form and cross-reference the
information onto the progress charts and checklists used in the

‘ program. :

t} ' Summar, 3
. A CETA program based upon the open-entry/ope&ﬁ-exit. com-
. petency-based concept can be an effective training program. Key
.contributing factors to the successful implementatfon of such a
system include the systematic development of curriculum guides,
" the effective performance of, critical managenmf tasks related
to this approach by the ‘Instructors, the thorough ordentation of
trainees, and the proper evaluation of trainee performance:
Thrqugh the commttmenr\of CETA personnel, this approach to the
training of clients can suctessfully accomplish the primary mis-
siofd of CETA training programs--providing skills to clients S$o
t—h?(t they can directly enter unsubsid1ze£ egrpromer;t upon com-
pletjon of the training. ' -
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MASTER PROGRESS CHART
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- INDIVIDUAL PROGRESS CHECKLIST

’ ) »
Name- Trained # _
Occépation .
Sp:ln-Of,f Job : ]
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' ~ — » " s
a Y » +
Sub-Task ) . ; Instructor
No. Eiame of ?lfb—'l‘ask Freq}lency Dates Signature
. o
o b ) 4
Y
. ) t ’ 7
. —
LY 2 i
TN ) .
i
» ’ - ~ ~
» . J _
» \U . i
Figure &




) ‘ - o
. R |
‘ "
'* . INSTRUCTOR CHECK LIST ot
Trainee Name * » Date
- . B h
Sub-Task * ,‘J
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